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Thank you for your willingness to support our students in reaching their full potential. To ensure a positive and productive 
tutoring experience for all, we need you to review the tutoring policies outlined in the Faculty Handbook as well as the items 
below, before beginning any tutoring assignments this school year.  Additionally, it is essential that you familiarize yourself 
with the Employee-Student Interaction Policy detailed in the Personnel Handbook.  If you have any questions about tutoring 
or your responsibilities as a tutor, please ask and reach out to the appropriate division head. 
 
TUTORING 
Teachers who provide tutoring to our students are vital and valued members of our learning community. As a reminder, all 
tutoring relationships must remain professional and focused on supporting student growth.  To maintain transparency and 
avoid conflicts of interest, teachers may not tutor students they are currently teaching. Additionally, tutoring may not take 
place during the school day.  
 
All tutoring referrals must go through the Counseling Office. Teachers should not refer parents to themselves or to other 
teachers for tutoring. Once a referral is received, the Counseling Office will provide families with the names and contact 
information of three appropriate and available tutors from our approved tutoring list. All individuals on this list are Harker 
employees who have been background checked and fingerprinted, which is why it is essential that only tutors from this list are 
recommended.  It is considered a conflict of interest for employees to approach families directly about tutoring. Doing so may 
give the impression that tutoring is being offered for personal gain.  For this reason and for the reasons cited previously, 
all tutoring referrals must go through the Counseling Office. 
 
We also ask that tutors keep the Counseling Office informed about which students they are working with. This allows 
counselors, teachers, and tutors to collaborate effectively and provide the best possible support for our students.  
 
Tutoring should never be used as a means to advance a student's placement. Tutors should not introduce or preview material 
that has not yet been taught in class. We ask parents to respect this guideline as well, to ensure that instruction follows the 
intended curriculum sequence and that we can accurately assess students’ learning, critical thinking, prediction skills 
(particularly in literature), and other essential academic abilities.  We also ask that tutors refrain from introducing new content 
ahead of classroom instruction, as doing so can impede the effectiveness of the teacher’s planned lessons. 
 
If tutoring is conducted on a Harker campus on a Saturday, teachers must inform their division head in advance, providing the 
names of the students they are tutoring, along with the date, time, and location. Additionally, when tutoring on campus on a 
Saturday, teachers must notify security by phone upon arrival. Please note that tutoring is not permitted on Sundays, as no 
student activities take place on campus that day. On Saturdays, tutoring is allowed only between 12:00–5:00 p.m. and 
requires prior approval from the division head. Teachers are encouraged to ask parents to remain on campus while their child 
is being tutored on Saturdays. 
 
Tutoring on campus is not allowed after 7:00 p.m. on weekdays, and again, is not permitted at all on Sundays. For safety 
and privacy reasons, we strongly discourage teachers from tutoring students in their own homes. 
Finally, due to liability concerns, teachers may not tutor non-Harker students on any Harker campus or facility. 
 
As mentioned above, all tutors must be current Harker employees; this includes substitutes, faculty, and staff. To remain 
eligible for tutoring assignments, individuals must remain active in our employee database. This means receiving a paycheck 
for work performed at Harker at least once during each HR-defined four-month period. 
 
TUTORING PROCEDURES 
Below is a summary of a few of the tutoring procedures we need you to follow: 
 When a parent contacts you about tutoring, be sure to obtain the following information: 

• Student’s name and grade level 
• Subject to be tutored and teacher’s name 
• Parent’s name and phone numbers 
• Number and length of tutoring sessions per week 

• Be sure to tell the parent: 
• What your tutoring rate is 
• When / how you expect to get paid 
• What your expectations of the tutoring session are 

Please contact the student’s teacher as soon as possible to discuss specific goals for tutoring. Ongoing communication with the 
teacher is essential to ensure you're providing the most effective support for the student. 



 
Once tutoring arrangements have been made, notify the Counseling Office with the details, including the days, times, and 
locations. If there are any changes to the schedule or if the tutoring assignment ends, please inform the Counseling Office 
promptly. Additionally, if a student becomes uncooperative or displays inappropriate behavior, notify the Counseling Office 
immediately. Sharing this information helps us collaborate effectively and provide consistent support for our students. 
 
Tutors are responsible for meeting students at a designated area and walking them to the tutoring location. It is imperative 
that tutors are never alone with a student in a classroom with the door closed.   
 
Students should arrive at each session prepared to work. If a student says they have no homework or upcoming tests, it is the 
tutor’s responsibility to use that time productively, for example, by reviewing past material or reinforcing key concepts from 
the current curriculum. 
 
Finally, note that tutors should not agree to tutor a student in all subjects. It is not reasonable to expect one tutor to manage a 
student’s full academic workload nor is it reasonable to assume that any tutor has expertise in all disciplines. However, a study 
skills or homework tutor may provide general academic support across subjects, focusing on areas like organization, time 
management, and effective study habits.  A tutor should provide instruction only in subjects for which they are qualified, 
meaning they have either taught the subject or hold a degree in that subject or a closely related field. 

 
PAYMENT 
Tutors are responsible for accurately tracking their tutoring hours and handling all aspects of payment collection. We ask that 
parents provide tutors with at least 24 hours’ notice if their child will be unable to attend a scheduled session. 
 
If you need to cancel a session, it is your responsibility to notify the parent directly. Except in cases of illness or emergency, we 
ask that you provide at least 24 hours’ notice.  
 
While we do not prescribe a specific payment structure, we ask that tutors charge a reasonable and fair rate. Above all, the 
primary focus of every tutoring relationship should be to help students reach their full academic potential. 
 
PARENT INFORMATION 
Page 4 of this document contains the letter we send to all parents who request a tutor through the Counseling Office. As 
outlined in the Faculty Handbook, it is essential that all tutoring referrals go through the Counseling Office. This process 
ensures that counselors can offer families a selection of three tutors who are best suited to meet the individual needs of each 
student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



TUTORING LETTER:   We give the following letter to each tutor. 
 
Dear Tutor, 
 
Welcome to the 2026–27 school year! Thank you for your commitment to supporting Harker students through tutoring. The 
work you do plays a vital role in helping students feel confident and successful in their academic journey, and we deeply 
appreciate your dedication and efforts.  To support you in your role, we’d like to outline the tutor referral process and provide 
important guidelines and expectations: 
 

Tutor Referral Process 
The Harker Counseling Office does not schedule tutoring sessions directly. Instead, we provide parents with a list of qualified 
tutors based on the student’s academic needs. Parents will then reach out to you directly to arrange tutoring sessions, based on 
your availability and tutoring rate. If we do not have your current email address, please send it to Randy Schmidt at 
Randy.Schmidt@harker.org.  While tutoring rates may vary, all tutors must charge reasonable fees.   
 
Relatedly, keep in mind that all tutoring referrals must go through the Counseling Office. Teachers should not refer 
parents to themselves or to other teachers for tutoring. Once a referral is received, the Counseling Office will provide families 
with the names and contact information of three appropriate and available tutors from our approved tutoring list. It is 
considered a conflict of interest for employees to approach families directly about tutoring. Doing so may give the impression 
that tutoring is being offered for personal gain. 
 
Expectations and Responsibilities 
Tutoring at Harker is intended to support learning, not to complete work for students or to accelerate their academic 
placement. Tutors should focus on helping students understand key concepts, processes, and problem-solving methods. We do 
not condone previewing material that has not yet been taught in class, as doing so interferes with the integrity of the 
instructional process and the development of critical thinking skills.  
 
All tutoring relationships must remain professional. Tutors are expected to respect the learning goals set by the classroom 
teacher and uphold the standards of Harker’s academic program. 
 
Guidelines for On-Campus Tutoring 

• Weekdays: Tutoring is preferred during the week. 
• Weekends: 

o Only Harker faculty may tutor on Saturdays, between 12:00–5:00 p.m., with prior approval from the division 
head.  Sunday tutoring is not permitted on any Harker campus. 

o Tutors must reserve space through RAR and notify the division head and security in advance with the 
student’s name, date, time, and location of the session. 

o Tutors are encouraged to ask parents to remain on campus during Saturday tutoring sessions. 
• Evenings: Tutoring is not allowed on any campus after 7:00 p.m. on any day. 
• Tutoring Locations: For liability reasons, we ask you to refrain from tutoring in your own home. Tutors may not 

work with non-Harker students on any Harker campus. 
 
Communication & Collaboration 
Ongoing communication is key to supporting student progress. Tutors are expected to stay in regular contact with the 
student’s teacher, at least once every two weeks, to align on goals and reinforce classroom instruction. All Harker teachers can 
be reached by email or voicemail. If you need contact information, please reach out to Brezi Little(Upper School): 
Brezi.Little@harker.org or Alana Butler (Middle School): Alana.Butler@harker.org.  The Counseling Office monitors 
students’ academic progress. If, after two or three tutoring sessions, there is no noticeable improvement, we may consider 
alternative support strategies. 
 
Financial Aid Tutoring 
If you are interested in tutoring students on financial aid, please indicate your willingness on the tutoring form.  Payment 
comes partially from the parent & partially from payroll, depending on the amount of financial aid for which a parent qualifies.  
For example, if a parent qualifies for 70% financial aid, you charge $100/hr for tutoring. Tutor receives $30 from parent and 
$70 from payroll.  Below are sample letters from financial aid to parents & tutors regarding FA tutoring. Please note that the 
maximum amount you can receive from financial aid is $150/hr. 
 
Please don’t hesitate to reach out to me if you have any questions or concerns. Once again, thank you for the important work 
you do. Your support makes a lasting difference in our students’ academic success. 
 
Sincerely, 
Jennifer Gargano 
Assistant Head of School; Academic Affairs 
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Tutoring Financial Aide Information 
Sample letters to Tutor & Parents  

 

Sample Letter to Parent 

Hello Parents,  

I'm pleased to let you know that the Financial Aid Committee has approved your request for 
tutoring. You will be responsible for $30 per hour, and Harker will cover the remaining $70 per hour. 

I will notify the tutor about the arrangement as well. From this point forward, you and the tutor can 
coordinate directly regarding payment terms. I'm not involved in how parents’ payments are made, 
so please confirm with the tutor whether they prefer cash, check, Zelle, Venmo, or another method. 
I just ensure that the Harker portion is paid.  

Please also note: if the tutor has a cancellation policy, you will be solely responsible for any fees 
associated with missed or canceled sessions—even if the full hourly rate is charged. Financial aid 
cannot cover cancellation fees, so I strongly recommend reviewing their cancellation terms ahead of 
time. 

Please let me know if you have any questions. Otherwise, I will assume that once you two get 
connected, you will set up the weekly meeting times, etc. 

Sincerely 

Harker Financial Aid Coordinator 

Sample Letter to Tutor 

Hello Tutor,  

I’ll be sending you an email on the Thursday before each pay period ends to check in and see what 
tutoring time you had with [Student's Name] during the current two-week pay period. You’ll just 
need to let me know the hours, and I’ll submit the time to HR. You’ll then see the payment reflected 
in your check or direct deposit during the following pay period. 

I hope that all makes sense! Let me know if you have any questions. Otherwise, my first check-in will 
be two weeks from today, assuming you’ve begun tutoring [Student's Name] by then. 

Let me know if you have any further questions. 

Sincerely 

Harker Financial Aid Coordinator 

 
 
 



TUTORING LETTER 
 
We give the following letter to every parent who requests tutoring 

 
Dear Harker Parents, 
 
We hope the school year is going well and that your child is finding success through the support of their teachers, both in the 
classroom and during extra help or office hours. That said, we understand there may be times when additional academic 
support is needed beyond what can be provided during the school day. 
 
This letter is intended to guide and support your communication with any tutor you choose to work with, and it outlines the 
expectations we also share with our tutors.    
 
Once a tutor has been selected, they will contact your child’s teacher to discuss specific academic goals for the tutoring sessions. 
Tutors are expected to support your child’s understanding of subject matter, focusing on concepts, processes, and principles, not 
on completing assignments for the student. While tutors may help facilitate the completion of homework, the purpose of 
tutoring is to enhance your child’s comprehension and academic confidence. Students should come to all sessions prepared and 
ready to engage.  The goal of the tutor also is  
 
Tutoring at Harker is intended to support learning, not to complete work for students or to accelerate their academic 
placement. Tutors should focus on helping students understand key concepts, processes, and problem-solving methods. We 
ask tutors to refrain from introducing material that has not yet been taught in class, as doing interferes with the integrity of 
the instructional process and can hinder the development of students’ critical thinking skills. 
 
Payment for tutoring is a private arrangement between the parent and the tutor. While rates may vary, we ask all tutors to 
charge a reasonable fee. If your child is unable to attend a scheduled session, please provide the tutor with at least 24 hours’ 
notice, except in cases of illness or emergency. Likewise, if a tutor needs to cancel, they are expected to notify you at least 24 
hours in advance.  
 
Our goal is to ensure a positive and productive tutoring experience for both students and families. If you have concerns about 
your child’s progress or feel that the tutoring is not having the desired impact, please reach out to the Counseling Department. 
We are happy to help reassess the situation and determine next steps in your child’s best interest. 
 
Should you have any questions or concerns at any time, please don’t hesitate to contact your child’s counselor. We value your 
partnership and are here to support your child’s academic journey. 
 
Sincerely, 
Jennifer Gargano 
Assistant Head of School, Academic Affairs 

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


